Creating a Funds Increase that Commits the Money on Additional Accounting

1

$-2 -0 A 0P B|B-FH -4

Distributions Using Multiple “SHIP TOs”
(5/2003)

Solicitations

Purchase Orders

Contracts
Catalog Orders
Delivery / Task
BPA Setups
BPA Calls

1AA
Documents
Receiving
Invoice
Milestones
Preferences
System Setup
System Utilities
FPDS

Tools

Log Off
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Welcome THOMAS NORTHRUP
You hawe 29 unread messages inyour Inbox

st Documents Accessed:

Delivel Order. TPD-01-C-0027/03002511
DeliveryTask Orde -03-C-0004/0300041
DeliveryTask Order TPD-03-C-0004/030004
Contract TPD-03-C-0004

Click
“Requisitions”.

O About PRISM
Product information

Compusearch
Online FAR, technical support, frequently asked questions, and more

Web Favorites:

Commerce Business Daily
Eederal Business Opporiunities
GSA Advantage!

GSA Debarment

Maintenance Schedule and Outage Status

L Towiews or print forms from PRISK, you will need the Adobe Acrobat Reader. If you need the Adobe Acrobat
Reader, click here for a free download

2002 Compusearch Software Systems, Inc. All rights reserved
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Requisitions

Welcome THOMAS NORTHRUP

You have 29 unread messages in your Inbox
Create Requisitiol . «
: Last Documents Accessen:
Open Requisiicn DeliveryTask Order: TPD-01-C-0027/03002511 Cth Create
Rem TaFOME Do) voryTagk Order TEL-03-C-0004/0300041 Requisitions”
DeliveryTask Order: TPD-03-C-0004/030004 :
Contract. TPD-03-C-0004

About PRISM
Product information

Compusearch
Online FAR, technical support, frequently asked questions, and more.

Web Favorites:

Commerce Business Daily

Federal Business Opportunities

GSA Advantage!

GSA Debarment

Maintenance Schedule and Outage Status

Reader, click here for a free download

© 2002 Compusearch Software Systems, Inc. All rights reserved

Reader | To view or print forms from PRISM, you will need the Adobe Acrobat Reader. If you need the Adobe Acrobat
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1. Choose
“Requisition for

Modification”.

© EZREQ

€ Requisjfon

& Requisition for Modification

© Requisition from APP

2. Click
“Submit”.
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Search Criteria

Contract Number

Order Number
030032

Award
All

pPes

Site L]
EFD PROCUREMENT
Include Documents
All Sites

Vendor |

Award Date Range

Start Date
End Date d

Sort by

Contract Number =
Max Results

100 =

Results per Page
5 |+

Seleq
SOVVCMNATEED2T v

D Hi ch Cri

ction

ne ltems  Contract Number

Cancel

E"

Order Number  Vendor Award Date
SOWCHATFE027 030032 WESTAFF USAINC 03/11/2003
Prev|\ Nedt| Page1of1 (1 results found)

Contract Type
Delivery/Task Order

1. Enter the Contract or Purchase
Order Number in the “Contract
Number” Field.

gm:

2. Enter the Delivery Order
information only if necessary.

Line lterms

3. Click
“Display”.

a3 B
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Search Criteria

Contract Number

5 QEMBEIIH ST B [ - o~ |
SelectLine Items Contract Number Order Number Vendor Award Date Contract Type
SUWCMATF6027 030032 WESTAFF USATNC 03/11/2003 DeliveryiTask Order

SOWCNATFB02T

Order Number

030032

Award Types
All -

Site [
BPD PROCUREMENT

Include Documents from:
All Sites -

Vendor 2

Award Date Range

Start Date
End Date

Prgv | Next Page 1of 1 {1 results found)

4

1. “Click the “Y” beneath “Select Line
Items” to make the line items appear at the
bottom of the screen.

2. Make sure the appropriate line
items are checked that you wish to
increase.

Sort by Seffct  Item Number Description User Product Code  Product  Unit  Quantity Amount
Contract Number = = 0001 ADMINSTRATIVE SERVICES PR $6,200,0001
Max Results Select All Creata
1005] 3. Click
Results per Page 1 Py
55 Create”.
4 Q| ’
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@ System Generated

€ Manual Entry

GC330-2003-DFM-PROGRAM REVIEW (BPD-GC330-03-#)
GC400-2003-EEQ OFFICE (BPD-GCA00-03-#)

GCR10-2003-GENERAL CHARGES REIMBURSABLE (BPD-GCR10-03-#)
GCT10-2003-GENERAL CHARGES TRAINING (BPD-GCT10-03-#)

Global Services-2003 (SAN-03-4#)

GoTo Gow-2003 (BAL-034#)

OSHRC-2003-DENVER OFFICE-COURT REPORTING (OSH-PR-82TA-2-#)
OSHRC-2003-NATIONAL OFFICE PR SYSTEM (OSH-PR-03-#)
OSHRC-2003-M0O CALJ OFFICE-COURT REPORTING (OSH-PR-SH3RD-#)

Use the dropdown box to select
a PR mask.

It may be

the right on this screen to see the
dropdown arrow.

necessary to scroll to
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& Systemn Generated [ANsE

© Manual Entry

Cancel

Once the mask is
highlighted in blue, click
“Create”.

G- D

% R 11 fi on Information .
Requisition Requisition Number: 03-PRISM-0001 Stage: Requistion Mumber of lkems: 1 |
for Version |BASE-InProgress = Met View: Off Total Amount: $6,200,000.00

Modification it ot SOUTCETATTENST/NZN02 " orritrnant $0 00

AORER !

M Qriginating Office |
. 5
mea Requisition Date: [05/02/2003 &
Award Info
Additional Info Requisitioner [TNMORTHRU J
Project Buyer. [RFRANCIS |
Text

Buyer Assign Date: (MNone)

Defaults X . . l— &
Summary Requisition Received Date:

fterms Requisition Releazed Date: {None)

Vend Source PPT Mame: (None)

Suppaiig Primary Product/ Service Code: [R699 J
Form Info

Walidations Chck “Items”.

Route History

Status History
Motifications
Owmership
Mavigator
Return to Home
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Yo

Requisition
for
Modification

Requisition Mumber: 03-PRISM-0001 Status: In Progress MNumber of ltems: 1
Wersion BASE Stage: Requisition Taotal Amount $6,200,000.00

]

B

Main ele lem Number Description Option ltem  Status Quantity Amount Version
] 0001 ADMINSTRATIVE SERVICES Trem Active $6,200,000.00 BASE

Yendor

Supporting Docs

Form Info

Walidations .

Route Histary Clle on

Status History the ltem
Motifications
number.

Owmership
Mavigator
Return to Home
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Requisition
for 5
Modification ftern Number:

Award Type: Definite-quantity

eneral

D ] =

Additional Info eseription aDMINSTRATIVE SERVICES =

Ship To “
AV User Procuct Code: | |:|

DIEEEIE Product/Service Code: |PR J
W Product/ Service Code Description. PURCHASE REQUEST

e Qualifier: |By Dollars -

Requisition for Modification Mumber: 03-PRISM-0001 Itern Mumber 0001 of 1

SUGIIER Calculate By Percent. 0
[REm Print Detail
Line Item Type: I— J
Period of Performance: | G tol G

Quantity: li
Unit of Issue: l—J
Unit Price: l—
Amnaount: IW

_

This is the amount currently

obligated on the award document.
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ltern Information

Requisition Requisition for Wodification Mumber: 03-PRISM-0001 Itern Mumber 0001 of 1

for a

Modification ftern Nurmber: 1
p;ward Type: Defimute-gquantity

Additional Info escription: [ADMINSTRATIVE SERVICES El

Ship T | |

FL_’” User Product Code: | B

\E/)\;::F:W Product/Service Code: [PR J ]

o Product f Service Code Description PSRSIT‘ASEREQUE 1 Increase thlS amount to the
Summary o By o NEW total. This line item has
e Print Detail T been increased by $1,000,000.

Line ltemn Type:

Period of Performance: G
Quantity:
Unit of Issue:
Unit Price:

amount [fROOOCOCOD |
2. Click “Ship To”.

s-roRBeEeE e HE [ -5 |
Requisition eqmswtlon for Modification Mumber: 03-PRISM-0001 Itern Mumber 0001 of 1
for

Modification

General
Additional Info

Ship To 3 Mark For  Quantity Amount Deliver By

Funding a EBA SEATTLE $6,200,000.00 03/31/2003

Discount

o Click “Add”. We will add another shipping address with

Text
Summary in order to tie a new accounting distribution to this line

Return .
item.
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% Requisition for Modification Information

Requisition for Wodification Mumber: 03-PRISM-0001 Description: ADMINSTEATIVE SERVICES

x, Wersion: BASE
) ) Amount. 7,200
Click Submit
4 »
to save ]
your data

Ship Ta: | ﬂIJ Mark For: ﬂIJ
Amaount: [1000000

Delivery Date{ & OR Days After Award:

Accounting &dd

Submit | Cancel

The total increase of $1,000,000 defaults into
the “Amount” field on the first shipping address
that is being added. For the purposes of this
example two new accounting distributions will
be added. Therefore this amount must be

decreased.
¢+ QPdAuT D a=-Ha EER
q S\IOH for Modification Number 03-PRISM-0001 Description: ADMINSTEATIVE SERVICES
1 Version: BASE
Amount: §7,200
Click Submit 3 5
to save o

your data

)cl

t'p To

Ship To: [FEDSOURCE-BAL [Edit] ] MarkFor —[E#|
Al . 500000
o ’A— 1. The amount was

Delivery Date 09/30@03 % OR Days After Award:

adjusted to $500,000.

Accounting  |Add

\SuﬂNL| Cancel

2. Putin a “Delivery
Date”. This should be
the end of the period of
performance for this
fiscal year.

3. Click “Add” to insert
the new accounting
distribution.
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Requisition for Modification Information
Requisition for Modification Number. 03-PRISM-0001 Ship To Code: FED3OURCE-BAL
; Wersion, BASE Amount: $300,000.00

Click Submit
to save
your data

Submit

Calculata

Accounting Information:

Select Accounting Code: _Allas. AIC Gombo

1. Fill in all of the necessary

Treasury Symbol [BALASEORERCG! J .
Fiscal Year [P0 / = | accounting data. Treasury
veseL :i;”jf;mm j °t Symbol, Fiscal Year, Cost
Cost Code - .
Objc Class 28 . | Code, and Object Class are
Reporing Category [OUOO000 4 | the minimum requirements.
CAT_B_APPR [0 L] o8 D di
oot [ il»{ Depending on your agency
Project JOG00G00K n{ requirements, you may need
Future 1 [o0000000( - . .
r r reportin
o | o to add project or reporting

category codes.

Percent: [100

CQuantity:

amount: [F00000.00
Committed Amount: Unobligated: /— 2 Cllck “Submit”

Subject to Availability of funds: [
Calculate Submit | Cancel

16.

5 PRAeEeY D aE T [ - ¢~ |
sitian for Modification Infarmation
Requisition for Modification Number: 03-PRISM-0001 Description: ADMINSTRATIVE SERVICES
x “ersion: BASE

Arnount: $7,200,000.00

Click Submit
to save
your data

ting Destail
Ship To

Ship To: [FEDSOURGE-BAL Eoit] || mark For Eit| |
Arnount; [500000.00
Delivery Date: |09/30/2003 & OR Days After Award:

Accounting ﬂl ﬂl Delete

Select  Accounting Code Amount Uninvoiced

® BAL4SE0REX(/2003/10001/F BA1000000/2524/00000000, $500,000.00 $500,000.00

Submit | Cancel

Click
“Submit”.

Main Content
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Itern Information
Requisition for Requigition for Modification Number. 03-PRISM-0001 Itern Murnber 0001 of 1
Modification
General
Additional Info
Ship Ta 5
Funding Seldet pTo Mark For Quantity Amount Deliver By
Discount [ 1] FBA SEATTLE $6,200,000.00 03/31/2003
Warranty FEDSOURCE-BAL $500,000.00  09/30/2003
Text
Summary

e Now the 2" NEW shipping address
will be added by clicking “Add”

18. /| 1. The remaining amount of
$r20a8/aues Sos U $500,000 defaults into place.

\@@ )

Requisition fi

ificaticn Information

Reguisition for Modificgfion Number. 03-PRISM-0001 Description:  ADMINSTRATIVE SERVICES
x “ersion: BASE
Click Submit 2. Fill in the
to save
your data

counting Detail

appropriate date again. :
| o wancror [ [Esi] L

Ship To: [fe¥source-bal
Amount: 500000

Delivery Date: [09/30/2003

G OR Days After Award:

Accounting  [Add

Submit | Cancel

‘6Add’7.

3. Add the new accounting distribution by clicking
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Requisition for Modification Information
Requisition for Modification Number. 03-PRISM-0001 Ship To Code: FED3OURCE-BAL

; Wersion, BASE Amount: $300,000.00
Click Submit

to save
your data

Submit
—— Accounting Informatior:

Select Accounting Code: _Allas. AIC Gombo

Treasury Symbol [EALEEERBERRR o 1. Fill in the accounting
e o 0 P g information.
ussGL [Bro0i | oPeram
Cost Code [FEAIO0T000 |
Object Class [2524] J
Reporting Categary [00000000 1
CAT_B_APPR [0 L] pEFauLT
Cohort [ 2| pEFauT
Project 0000000 | Futurd
Future 1 [00000000¢ / R 2. Choose
e P e “Submit”.
Percent: [100
CQuantity: l—

Arnount; |500000.00
Corarnitted Arnount: Unobligated:

Subject to Availability of funds: [

Calculate Submit | Cancel

20.
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TR dification Infi on
Requisition for Modification Number: 03-PRISM-0001 Description: ADMINSTRATIVE SERVICES
; “ersion: BASE

Arnount: $7,200,000.00

Click Submit
to save
your data

— Ship To
Ship To: [FEDSOURGE-BAL Eoit] || mark For Eit| |
Arnount; [500000.00
Delivery Date: |09/30/2003 & OR Days After Award:

Accounting ] Edil] [ Daiste | Click “Submit”.

Select  Accounting Code
® BAL4SE0SEDSG0H2003/610001/F EA3001000/2524,00000000

Submit | Cancel
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Requisition for Requigition for Modification Number. 03-PRISM-0001 Itern Murnber 0001 of 1
Modification
General
Additional Info
Shiphio Ship uniting
Funding Select  Ship To Mark For Quantity Amount Deliver By
Discount [ 1] FBA SEATTLE $6,200,000.00 03/31/2003
Warranty FEDSOURCE-BAL $500,000.00  09/30/2003
Text FEDSOURCE-BAL $500,000.00  09/30/2003
Summary
Return

¥

Choose “Return” to complete
the rest of the PR and route the
document as necessary.

From this point, if no more changes are necessary, you may route the document
through the normal channels.



